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CourtLink® eFile Quick Guide: File & Serve

The File and Serve Quick Guide provides a convenient source of information to help you efficiently file
and serve your documents into more than one case.

Quick Tips Before You Begin

1.

© ©® N O

Refer to the appropriate court rules on electronic filing prior to using CourtLink® eFile to ensure
you are in compliance with local requirements. Copies of the Rules can be found at
www.lexisnexis.com/courtlink under Courts Online/CourtLink eFile or within the CourtLink
eFile application under Support.

Help is available on the top right of the screen. When on any page of myCases, File & Serve,
and Search Filings, click on that page to access Help.

Check our system requirements on www.lexisnexis.com/courtlink to be sure your computer
is correctly configured for using CourtLink eFile.

CourtLink eFile is divided into 3 separate areas. Become familiar with the functions of the 3
main areas to help you navigate through the application:

File & Serve: To send documents to the court
File room: To retrieve documents and new service information
Information Desk: To maintain personal, firm and case status information

All tables are sortable. Any time a grid or table appeatrs, click the column headings to sort by
that information.

Hyperlinks take you to additional information — don’t forget to use them!
When running searches, less is more. Enter only partial information to get the most results.
The fastest way to access a filing is with a Filing ID.

When using CourtLink eFile for the first time, or if you need assistance, call our Customer
Support team at 1-888-529-7587.

How to Sign On to CourtLink eFile

1.

Before using CourtLink eFile, you must have a user name and password. If you do not have
these, contact our Customer Service.

Using Microsoft® Internet Explorer or Netscape® Navigator®, open your browser and go to
www.lexisnexis.com/courtlink.

When the home page appears, click Log on under CourtLink eFile. The CourtLink eFile Log on
page appears.

Enter your assigned user name and password and click Submit. myCases will open.
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File & Serve: Start Filing

There are 6 easy steps to submitting documents using CourtLink eFile. Each of these steps is
detailed in this Quick Guide:

Start Filing - Allows you to select a case to file and/or serve into.

N

Documents - Lets you select the type of document you are submitting and attach your
documents.

Filing Parties - Allows you to select the client for which you are submitting the document.
Service/Notice - Allows you to select the recipients of the document you are submitting.
Additional Recipients - Lets you add any other recipients for the document.

2

Review & Submit - This is where you review your work and submit to the court and other
parties.

_ Ackam Attorney
L. if ] P,
file & serve m L=y Mock Plairtitf Firm

Start Filing

LexisMexis aFj
@ LexiglieieFile

F|IE & SEWE . Select Court and/or Case for Filing

¥ File and/or Serve in an existing case ” File a new case  File and/or Serve in multiple cases
file room . . -
Enter information in one or more boxes and click Find.
my[!ases . State: ITE}{AS vl Case Hame: |
Search Filings [) court:  [hock Court |case Humber: [oooo0z
Build Reports [ ) Countyr |
Advanced Search
information desk frind ] Advanced search i 2 |

User Profile [ )

To select & case for filing, click & beside the case.

Firm Profile

®
Case Profile ®

Case List 1through1of1  Return ISD LI records

£hCase Number Case Hame Case Type Case Class Stat
& |oooonz Jones vs Car Manufacturers Corp et al Personal Injury Civil T.
|1 thirough 1 of 1

]

Court County
Mock Court

=

Support

FILING AND/OR SERVING ELECTRONICALLY INTO AN EXISTING CASE

To begin the filing process, click File & Serve. The Start Filing tab appears.

N =

Select File and/or Serve in an existing case. An existing case is one that is already online with
CourtLink eFile.

From the drop down menu, select the state and court in which you choose to file, click Find.
Enter the case number or case name in the fields available and click Find.
Cases matching your criteria will appear in the list below.

o o~ W

To select the case, click the box to the left of the desired case number.
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File & Serve: Documents

file & serve

@ LeisNeds gFile
e | St OIS Filing Partios hlutice’|r Hecilpzents 6 Subni

File & Serve . Attach Documents Filing ID: 640559 Cancel Save
000002 Jones v Car Manufacturers Corporation et al Mock Court

For each document, complete each field and click Attach Document. & (*) indicstes & documernt type that may be an origineting document; & (*) indicates & document type that
may ke an otiginsting of subsequent documert; filing types with no asterisk are walid subsequernt fiing types for this court.

LI Court Fee: $0.00

file room
myCases ®
Search Filings [ )

Type: |Moti0n for summary judgment
File: IC'\Dncumerﬁs and Settingz'kamith COURT — Browse |

Build Reports () Detendant Car Manufacturers Motion for Summary = | Access: IPuinc vl
Title: [Jucigment!
information desk LI Attach Document H

User Profile [ )
Firm Profile ®
()

To viewy @ documert, click the title. To remove & documert, click B for the documert. Ta idertify any supporting documert select the 1D of the main document it supports from the
crop-doen list in the MainSapeesting column. To ink & documert to & previously filed documert, click &ln the Ling column.

Case Profile

Attached Documents List  Updste Status
B—

Mo Documernts Currently Attached

Support

SELECTING DOCUMENTS

Select a filing type for your document using the drop down menu entitled Type.

2. To attach your document, click the Browse button in the File section. A dialog box will
open and from there you can locate the file you previously saved to your hard drive or
network.

3. Enter a title for your document in the Title field. The title should comply with local rules for
electronic filing and must not contain any punctuation.

4. Next select an access type for your filing — public or sealed.

Public: The document is a publicly filed instrument.
Sealed: Sealed documents may be handled in one of two ways, depending on how
the receiving court has opted to handle sealed instruments:

a. The sealed document can be attached to the e-filed transaction and
only available online to the court and served parties.
b. The court may require that the documents be filed in hard copy with

the court and that a placeholder be e-filed into the electronic docket.
Refer to your local rules for the proper method of handling sealed documents.
Click Attach Document. The document will appear in the Atftached Documents list.
To add more documents, repeat steps 1-5.

7. When filing supporting documents, use the Main/Supporting feature to reflect the
association. In the column next to each supporting document, select the document ID for
the main document to which it supports.

8. If you need to remove or replace a document, click the corresponding “X” in the Remove
column.

9. When all of the documents have been attached and associated, click the Filing Parties
tab to continue.
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N . [Paul Paralegal
@ LexisNexis-@Fijle *|Mock Defense Firm

CourtLink
A Review
Recipients & Sulimit

¥ Attach Documents Filing ID: 640559
FIIE & SE“’E . 000002 Jones v Car Manufacturers Corporation et al Mock Court

For each document, complete each field and click Attach Document. & (*) indicates & document type that may be an originating document, & (**) indicates & document type that
may ke an otiginsting of subsequent documert; filing types with no asterizk are valid subsequent fiing types for thiz court.

Type: |Select a FilngType x| Court Fee: Hone

Search Filings ® File: | Browise...
Build Reports () =] Accese: [Public +]
Title:

information desk =l Attach Document H

User Profile [ )
Firm Profila ®
®

Cancel Save

file room

myCases ()

Casa Profile To view & document, click the title. To remove & documert, click B for the document. To identify any supporting document sefect the ID of the main document it supports from the
° : clrop-dioven list inthe Main'Sepperting column. To ink & document to & previously filed document, click &in the Link column.

Attached Documents List  Updste Status

SU|J|]EII1 Link | Document ID Document Title Main/Supporting Filing Type Conversion Status A;;::s Remove
& 7O7ES1 Defendants Motion for Summary Judcment I kdain VI E;tgi?nllf_;r Summary Converted Public: %]
& FOTESES Exhibit £ to hiction for Summary Judgmerit | 707681 j Exhibits Converted Fublic % |
& 707534 D:;e?nc;ar;n Motice of Hesring on Motion for Summsary. lm Matice Converted Fublic o
& |rovess |?;fgﬂfnar;';fr3uzsf:eﬁmer AT DETEnUEN Walian | 707681 =] Proposed Order Converted  |Public %]

File & Serve: Filing Parties

Aclam Attorney
hiock Plairtiff Firm

fle & sarve [cooor Jow]

~ Service/ [ Additional Review
Natice Recipients & Submit

__
Start Filing | Documents  FEOMESNER
F|IE a SEWE Select Filing Parties

000002 Jones vs Car Manufacturers Corp et al Mock Court

file room m Custom Groups Show unrepresented and Pro Se Add Party H

Search Filings Parties Available for Selection 1through30f3  Return |5U LI records

i Create Custom Group
Build Reports

Filing ID: 982135 Cancel

Save

myCases

r b party Party Type Party Status Attorney Firm
information desk
. ™ | B Cwidgets Intervenar Active Attorney, Adam hock Plaintiti Firm
User Profile [ )
Fiem Pugil . I~ |Jones, Betty Plairtitf Active Counselor, Caral Mock Plaintift Firm
irm Frofie
I~ |Jones, Bok Plzirtitf Active Attorney, Adam Mok Plairtift Firm
Case Profile ®

Support

Pri

SELECTING FILING PARTIES:

1. To select the party or parties you represent in this case place a check in the box next to
the party name in the Parties Available for Selection list.

—Or-

You may search for a specific party by searching the available parties.

To search the available parties, click Search.

A series of search fields is available to help you find the party you are looking for.

ok~ wN

You must place a check in the box by the party name to select that party.
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Close the search fields by clicking Close Search.
Continue with this process until you have completed the filing parties list.
You may edit your selections by selecting or deselecting the parties.

© ® N o

Click the Service/Notice tab to continue.

Filing a First Appearance or Answer for Unrepresented Parties

1. Tofile a first appearance on behalf of a party with no answer on file or an unrepresented
party, click the Show Unrepresented and Pro Se Parties button.

2. Select the party(s) you are filing for by placing a check-mark next to each party.

Adding a Party while Filing

If the party you are trying to file for is not available in either the represented or unrepresented
parties lists, you may be able to submit an Add Party request with your filing. If the court you
are filing with allows this type of request with your filing, click the Add Party button.

s . |[Acam Aftorney
isNexis'eFile R ¥ 5eTVe | Log ot Heip ST oteniratinitin

CourLink”

" Service/ [ Additional " Review

Start Filing .I]m:nmﬁnts Filing Parties Notics Recipients & Submit

Select Party
Court ;
hock Court
Select an entity type and input the name of your party to do a quick search.
If the party is not found you will be able to add them.

Party Mames are in the forn Lastname, Firstname Middlename

myCases

Search Filings
Build Reports Entity Type :

. . Party Hame : I
information desk
User Profile m

Firm Profile [ ) |case: . ) .
WlErEs e e S patty name to represent for the case(s) selected. If the party is unavailable inthe lizt(=) below do s search.
Case Profile [ ) (corpetal
Case Name: Jones vs Car Manufacturers Corp et al Case Number: 000002
Party Hame Party Type Attorney Firm
Support A B C Widgets Intervenar Acdam Attorney Mock Plairtitf Firm
'Car Manufacturer Corp Drefendant Lucy Lasaeyer Mock Defense Firm
City Streets Inc Defendant Lucy Lasaeyer Mock Defense Firm
E 7 Driving School Defendart Fitm THL
Jones, Betty Plairtiff Caraol Counzelor hlock Plairtiff Firm
Plairtiff Aclam Aftorney Mock Plairtitf Firm
0One Insurance Co Defendart Larry Litigator Mock Defense Firm
Select Party or Add Hew Stop Light Factony Defendant Lucy Laswryer hock Defenze Firm
Plairtiff David Dean Karr Pryor Johnzon Montoys Carney & Karr PC
'orldwide Auto Dealerships Drefendant Lucy Lasaeyer Mock Defense Firm

Select Attorney

The column to the left of the screen shows the steps necessary to complete an Add Party
request while Filing:

Select Party:

1. Select whether you are adding an individual or an organization
2. Enter the party name

3. Click Find
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CourtLink® eFile

Quick Guide: File & Serve

NOTE: When adding or searching for a party, follow these simple rules:

Insurance)

Do not include “the” in company names
Use “&” instead of the word “and”
Avoid punctuation in company names

Always abbreviate Inc., Corp., and Co.

For individuals, enter last name, first name (i.e. jones, billy)

If you want to add aliases (dba’s and aka’s), add them as separate parties

Place a space between parties with initials in the name (i.e. A W Chesterson, A P Green, A1 S

myCases
Search Filings
Build Reports

information desk

User Profile
Firm Profile

Case Profile

Support

If a match is found, select the party type and click on the Party Name from the

available list.

If no match is found, search again using different criteria, or click Add Party and
create a new party entry.

file & serve

Start Filing Dotuments

Court :
Mock Court

Case:
Jones vs Car Manufacturers

®
. Corp et al

Select Party or Add Hew

Select Attorney

Filing Parties
Select Party

.dam At
m m TR MnilTPlaiderifnfe:irm
~ Service/ [ Additional  ~ Review
Natice Recipients & Sutimit

Select & Party Type then click the Party Mame to select the party.
A zelected slias patty name will reflect the alias to party name when completed.

Party Type : ISeIed a Party Type vl

I Party Hame

Is an alias

Jones. Billy

i)

Jones, Billy J

Mo

Jones, Billy W

hlo

If you cannot find your Party or if you are unsure that any of these match click

Select the attorney from your office that represents the party and select an attorney

type.

Click Select when finished then click Add to Cases. You will be returned to the Filing
Parties tab to complete the filing/service process.

Customer Support: 1-888—-529-7587
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CourtLink® eFile

Quick Guide: File & Serve

CouriLink”

214 PMET

File & Serve @®

file room
myCases
Search Filings
Build Reports

information desk

User Profile
Firm Profile
Case Profile

Support

@ LexisNexis @File

file & serve

. Start Filing - Documents

Court :
hock Court

Case:
Jones vs Car Manufacturers
Corp et al

Select Pa
Party :
Jones, Billy
Party Type :
Plaintiff

or Add Hew

Select Attorney

Filing Parties

Select Attorney

Aclam Aftorney
L f 8 PR
m W hock Plaintitf Firm

" Service/
Natice

“ Additional
Recipients

" Review
& Submit

IAdam Attorney VI

Note: The party you are filing for is added to the filing in a pending status. When the
document is reviewed by court personnel, the added party may be accepted or rejected.
Once accepted, the party status will change from pending to active. If rejected, the filer
will get notice that the party has not been added. Documents in the transaction may be
rejected if the Clerk’s office opts to reject documents submitted by a rejected party.

CREATING CUSTOM GROUPS IN FILING PARTIES:

You can save your selection as a Custom Group for future filings. After selecting your parties,
type the name of your group in the space provided — then click Create Custom Group.

USING CUSTOM GROUPS IN FILING PARTIES:

To use a custom group click View Custom Groups. A list of your custom groups will appear.
Select the custom group you wish to use for Filing by clicking the check mark button beside the

name.

Customer Support: 1-888—-529-7587
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Quick Guide: File & Serve

LexisMexis aFj
0 c‘;urlllnt'eF"e

File & Serve

file & serve

Start Filing  / Dotuments

Selact Custom Group
000002 Jones v Car Manufacturers Corporation et al Mock Court

Filing Parties

Service/

Natice

"~ Additional
Recipients

Paul Paralegal

hock Defense Firm

Review
& Submit

Filing ID: 640559 Cancel

Save

file room
c | Group Hame Owner View view Other Groups | Back § 7 |
505
mylases I Laweyer, Lucy Patty
Search Filings Laweyer, Lucy Party To select & custom group olick on the & The custom group selections wil be added to
your existing selections. To modify or views click on the group name.
Build HE!|]EII1S Lararyer, Lucy Party
Laweyer, Lucy Party
User Profile Parties Available for Selection 1 through 50f 5 Create Customn Group |
Firm Profile r b party Party Tvpe Party Status Attorney Firm
Case Profile W |Car Manufacturer Corp Defendart Active Laweyer, Lucy Mock Defenze Firm
5 B
¥ [City Streets Inc Defendanit Active Laweyer, Lucy Mock Defense Firm
[ [E Z Driving School Defendant Sctive Mo_Ansaer_on_File Firtn TED
SLI|]|]EII1 ¥ |Stop Light Factary D=tfendant Active Lavweyer, Lucy Mock Detense Firm
Ird }Wurldwide Auto Dealerships Defendant Active Laweyer, Lucy hock Defense Firm

File & Serve: Service/Notice

LexisMexis- aFj,
“ (_'Lllrlllnl'EFlle

file room : my cases

Start Filing | Documents | Filing Parties

[cooit J v

Service/
Notice

" Additional
Recipients

Aclam Attorney
Mock Plaintiff Firm

Roview
& Submit

F|IE & SEWE Select Recipients for Service or Notice Filing ID: 962737  Cancel  Save
000002 Jones ve Car Manufacturers Corp et al Mock Court
file room Custom Groups
myCases
Search Filings Available for Selection 1 through 8 of 8 RelurnISU j records
. Create Custom Group
Build Reports - =
Service | Hotice
- - Auparty Party Type | Party Status Attorney Firm Method
Uiser Profile - [T |car Manufacturer Corp Defendant  |Active Lawnyer, Lucy Mock Defense Firm Online
Firm Profile 'l [~ |City Streets Inc Drefendant Active Lawryer, Lucy hock Defense Firm 2nline
Case Profile r E 7 Driving School Defendant  |&ctive Mo_tnswer_on_File  |Firm TED LS AL
'l I~ |Msjor Corporation Drefendant Active Lawryer, Lucy hock Defense Firm 2nline
SLI|]|]EII1 [ T |one Insurance Co Defendant Active L tiggstar, Larry Mock Defenze Firm Online
'l [~ |Stop Light Factory Dr=fendant Active Lawwyer, Lucy Mock Defense Firm 2nling
[ I |Tester,nF Plairdiff A ctive Farr, David Dean Pryor Johnzon Montoyva Carney & Karr PC Online
'l 'l iorlchericle Auto Dealerships Dr=fendant Active Lawwyer, Lucy Mock Defense Firm 2nling
[ T |%¥Z Manutacturers Defendant A ctive Litiggstar, Larry Mock Defenze Firm Online
1 through 3of 9

SELECTING PARTIES TO RECEIVE SERVICE OR NOTICE

Service: A copy of the document(s) you are filing will be sent to the recipient.

Notice (if available): Provides notice to selected recipients that you have filed but does not send a
copy of the document you have filed. This option may not comply with your court’s rules or
procedure for service. Please consult the rules for your court.

1. Use this feature to choose a party or parties you want to serve or notice.

Customer Support: 1-888—-529-7587
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CourtLink® eFile Quick Guide: File & Serve

2. To serve or notice selectively, place a check in the corresponding box in the Service or
Notice column next to the attorney names.

3. To select all parties, click the box below service or the box below notice. Continue until all
parties you want to serve or notify are selected.
4. The method of delivery CourtLink eFile will use to deliver your documents is listed under
the Method column.
o |f the designated recipient is a registered user of CourtLink eFile, then the
documents or notice will be delivered to their online account.

o If the designated recipient is not a registered user, then the documents will be
delivered via traditional methods (US Mail or facsimile, depending on the rules
for service for that court)

5. If a checkbox does not appear for you to select, then you cannot use CourtLink eFile as a
delivery method to send documents to that party and will have to send service or notice to
that party via traditional means.

You may search for a specific party by searching the available parties, attorneys or firms.

7. To search the available parties, click Search. A series of search fields is available to help
find the party you are looking for.

8. You must place a check in the box next to the party name to select that party.
9. Close the search fields by clicking Close Search.

10. Continue with this process until you have completed the filing parties list.

11. You may edit your selections by selecting or deselecting the parties.

Serving Pro Se/Pro Per parties:

If available in the court you are filing in, you may be able to serve a Pro Se or Pro Per party by
typing in a U.S. Mail delivery address. You will be prompted to enter an address for each Pro
Se or Pro Per party you select to serve via regular U.S. Mail.

N JAdamm Attorney
file & serve m User:| . ek Plairtitt Firm

" Additional " Review
Recipients & Submit

@ LexisNexis eFile

CourtLink™

Start Filing | Documents | Filing Parties

Service/
Notice

FilE & SE“‘E ol have Sel.ec_ted the following 1 party(ies) far service that are not represented by an attorney. In arder to serve the party(ies), please indicate the correct address.
E 7 Driving School
file room % Most Recently Used: Strest |1 3647 ME 16th Street Entered by:
myCases 124 £2002 5:23:00 PM [ Adam Attorney, Mock Plaintift Firm
Search Filings City, State, ZIP [Bellevue | WisSHNGTON =l jesoog] 124172002 5:23:00 PM Remove
Build Reports ™" Do not display this address to ather firms

information desk " Do Mot Serve This Party

User Profile [ )
Firm Profile ®
()

Select and Continue

Case Profile

Support

Priv:

o The most recently used addresses will display for each party you have selected to
serve. You can use the address provided or enter your own address. The source of
the information will appear in the Entered By field.
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e You can opt to share this address with other CourtLink e-filers, or you can mark it as
“private” so that it will be available only to your firm.

e If you do not want to serve the Pro Se party, click the Do Not Serve This Party
option.

Note: If the court you are filing into does not approve service via CourtLink eFile to a Pro
Se or Pro Per party, then you will not be able to select the party and must serve the party
traditionally. Service to a Pro Se/Pro Per party via CourtLink eFile will be completed via
regular U.S. Mail. If this does not meet your needs, then please serve the party
traditionally.

12. Click the Additional Recipients tab to select additional recipients and continue in the
filing process.

—Or-
13. You may click the Review and Submit tab to complete the filing without selecting
additional recipients.

CREATING CUSTOM GROUPS IN SERVICE/NOTICE

You can save your selections as a Custom Group for future filings. After selecting your parties,
type the name of your group in the space provided — then click Create Custom Group.

USING CUSTOM GROUPS IN SERVICE/NOTICE

To use a custom group click View Custom Groups. A list of your custom groups will appear.
Select the custom group you wish to use for your filing by clicking the check-mark button beside
the name.

File & Serve: Additional Recipients

. _|Paul Paralegal
@ LexisNexis-aFijle file & serve m m USer:l, ook Defense Firm

CouriLink®
{ - { s . [ Service/ Additional WRERLETL]
SrtFilng | Documents  Filmg Partes | gy SEMENIN | St

FI & S . Select Additional Recipients Filing ID: 640558 Cancel Save
I E ErVE 000002 Jones v Car Manufacturers Corporation et al Mock Court
Erter informstion and click Find to search the data sources selected, or click Write-In Recipient to create s new recipient

S oo First Hame Ilucy— Last Hame Ilawyer—
myCases () City — State |
Search Fiﬂl’luﬂ . Organization I— Data Source All ol
b ports @ s f e =

information desk
For each person you wart to add, select & delivery option (document or notice). To remove & selected person, deselect the delivery option.

User Profile ()
1 through 1 of 1 View Selections

Firm Profile
Document | Hotice | First Hame | Last Hame AbFirm Email Fax I City State Source

Case Profile () ~ M |Luey Lawyer Mock Defense Firm ksmith@courtlink.com 9378651090 |Be||euue WA |JusticeLink

Support
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CourtLink® eFile Quick Guide: File & Serve
SELECTING ADDITIONAL RECIPIENTS

You may choose to add additional recipients to your transaction.
Use the search feature to find recipients from our databases.

2. Enter the search criteria in at least one of the search fields and click Find. A list of
matching individuals will appear. The list will include individuals from the CourtLink eFile
database (in bold) and from any other source you selected.

3. For each recipient you want to add, select a delivery option (service or notice). If more
than one entry appears for an individual, select the entry with the CourtLink source as that
indicates the recipient is a subscriber and wants delivery online.

4. To verify your selection click the View Selections button.

To type-in individuals not found in the search above:

. . [Paul Paralegal
file & serve m m L=EE Mock Defense Firm
Additional i
Recipients it Suh

@ LexisNexis@File

CourtLink”

StartFiling | Documents | Filing Parties

F|IE & SE“‘E . Select Additional Recipients
000002 Jones v Car Manufacturers Corporation et al Mock Court
Erter information and click Find to search the data sources selected, or click Write-In Recipient to creste a new recipient

file room N
First Hame I Last Hame

~ Service/
Natice

Filing ID: 640559 Cancel Save

o
myCases ® City | State Al States - [
Search Filings ® Organization I Data Source Al -
widRos @ o 7

information desk — -
] Write-in Recipients
User Profile Eriter the information for the person you wish to add to the Additional Recipients List. Select whether you wish to ssnd a notification or to send the filing documents), When you

i ' finish, click Save.
Firm Profila © i

) Recipient: ILucy Lawnyer
Case Profile ®

& E-mail: |Ilawyer@counlink.com m
 Fax: I I

 Send Document(s) " Send Hotification

Support

1. Click the Write-in Recipient button. The Write-in Recipients form appears on the lower
part of the page.
a. Enter the recipient’s full name.
b. Select E-mail or Fax, and provide an address or fax number.
2. Select a delivery option (send documents or notification).
3. Click Save. The party is added to the Additional Recipient list.
To write in another recipient, repeat steps 1-3.
4. Click the Review & Submit tab.

NOTE: LexisNexis™ CourtLink® cannot guarantee delivery if the information you provide is
incomplete or incorrect.
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File & Serve: Review and Submit

Paul Paralegal

==m hock Defense Firm

@ Lois\exis eFile 1 4T oo |

CourLink™
- i ‘ Service/ Additional
Start Filing  © Docomems | Filing Parties Notice Recipients

Review
& Submit

File & Serve . Review and Submit Filing I 640559 Cancel Save
Case Parties Filing Parties Service/Hotice Additional Recipients View All
file room
Filing ID: 6403559
myCases L) Filed by: Paul Paralegal

hock Defense Firm

. Court: Mock Court
Build HE!|]EII15 . Division/Courtroom: k2,

Search Filings

information desk  ‘Case Class: Civil Case Type: Perzonal Injury
1 Case Humber: 000002 Case Mame: Jones v Car Manufacturers Corporation et al
User Profile
Firm Profle Filing Documents List Update Status
Case Profile Conversion | Linked " : Document |, . .| Access | Filing | original
Status Docs Filing Type Document Title D Main/Supporting Type Fee fi] File
Converted “J;*g'fnllf_ﬁr SUMMEY |0 terdants Mation for Summary Judgment 707631 Main Public fo0o0 | 1
Support Converted Exhikits Exchilit & to Motion for Summary Judgment 707683 (707661 Public $o00 | 1
) o )
Converted Motice Detendant hotice of Hearing on Motion for 707684 707881 Pubiic $000 | 4
Summary Juddment
Defendant Proposed Order Granting Defendant "
Convertedd Proposed Crdet N e S e G T 707636 FO07631 Public: $0.00 1

1 parties below do not have attorney representation and therefore cannot be served wis eFile. Service upon any of these parties must be done traditionally

AUTHORIZING AND SUBMITTING THE FILING

1. Check all information on the filing summary.

2. Make any changes to the filing on the appropriate tab; then return to the Review and
Submit page.
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CourtLink® eFile Quick Guide: File & Serve

Adam Aftorney

file & serve *IMack Plaintitt Firm

W LexisNexis aFile

CourtLink

Review

St il | Doaments Fim Paries Yoty Fesigots RS
F|IE & SE“‘E . Review and Submit

Filing ID: 982135

Cancel

Case Parties Filing Parties ServiceMHotice Additional Recipients View All
file room Filing ID: 052135
mYEHSBS . Filed by Attarney, Adam
i hiock Plaintiff Firm
Search Filings [ )
Build Reports [ ) court: Mock Court
. " Division/Courtroom: h/a,
information desk Case Class: Civil Case Type: Perzonal Injury
User Profile . Case Humber: Qo002 Case Hame: Jones vs Car Manufacturers Corp et al

Case Prafile Filing Documents List Update Status

Firm Profila ®
®,

Convergion Status | Linked Docg | Filing Type Document Title Document 10 | Main/Supporting | Access Type Filing Fee |Pages | Original File
Converted hiotion hiotion for Summary Judgment 1034756 flzin Public F20.00 1 E

Support

Convertecd Proposed Crder |Proposed Order Grarting Mation 1034757 @i Public $0.00 1 =

Pri

|1 parties belowe do not have attorney representation and theretore cannot be served via eFile. Service upon any of these paties must be done traditionally . |

Complete Your Filing

1. Select an individual to authorize the filing.

Authorizing Attorney ISeIed an authorizing attorney j
2. Delivery Options: What do you want to do with this transaction? (pick one)

' File with the court and Serve selected parties
' Serve Only - Private (available only to filing firm and served firms)

" Serve Only - Public (available to anyone to purchase from CourtLink eFile)

3. Add billing reference (optional). This reference will appear on your invoice

4. Choose to file now, or schedule the filing for later release.

% Authorize and file now
" Authorize and file on

i i | at | : | AM 7| ¢mmiddivyyy) at (hhimm)
RelEg submitFiing |

3. From the drop down menu select the name of the individual authorizing the filing.

4. Delivery Options — select from the following options:

o File and Serve: The transaction will be filed with the court and served to all
designated recipients. It will be available to be viewed and purchased by registered
CourtLink eFile users as a publicly-filed instrument

o Serve Only - Private: Sends the transaction ONLY to your selected service
recipients. The document IS NOT filed with a court. It is not available to any
registered CourtLink eFile users that you did not select for service, and may not be
viewed or purchased as a publicly filed document.

e Serve Only - Public: Sends the transactions Only to your selected service
recipients. IS NOT filed with a court. Is available to be searched, viewed, printed and
purchased by any registered CourtLink eFile users as a publicly available document.

5. Next, enter any billing information you want included on your invoice.

6. You can choose to authorize and file your documents now, or you may choose to enter a
future date and time for the document to be automatically sent.

7. Click Submit to submit your transaction to the court and serve or notice your chosen
parties.

8. A CourtLink eFiling receipt appears containing your filing “stamp” — print a copy for your
records.
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CourtLink® eFile Quick Guide: File & Serve

File & Serve: Filing Receipt

To view a filing receipt report with all filing details, click the View All link and print that page for
your records.

| Adaim Attorney
*Mack Plaintitf Firm

file & serve

LexisNexis aFjle

CouriLink™

Your filing has been successfully submitted to Courtlink. Your filing information sppears belowe. To print this information for your records, click anywhere onthe filing informstion,
hen click the broweser Print button

To petform anather filing, click Begin a Hew Filing.

To ext File & Serve, click Return to File Room.

myCases
Search Filings CourtLink eFile Filing Receipt
Build Reports

Filing ID: 932135
information desk Filed by: Aftorney, Adam  Authorized by: Attorney, Adam
ock Plaintiff Firm Mock Plaintitf Firm

User Profile Filing Option: File and Serve  Authorized: 120202002 0220 PMET

Firm Profile Mook Court

. vision/Courtroom: /2,
Case Profile

Case Class: Civil Case Type: Personal Injury
Case Humber: 000002 Case Hame:  Jones vs Car Manufacturers Corp et al
Support Filing Documents List
Convergion Statug | Linked Docs | Filing Type Document Title Document ID | Main/Supporting | Access Type |Filing Fee  Pages | Original File
Converted hdction hdction far Summary Judament 1034756 hain Fublic §20.00 1
Convetted Proposed Order |Proposed Order Granting hlotion 1034757 hzin Puhblic $0.00 1

Billing Reference: 123.456

Begin a Hew Filing Return to File Room m View all
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